Pergonnel Actlion ﬁmm ﬁm appodntment, trensler, resnsigmnani, ;
wrd resigmation will be prepersd iﬁ 3 mm& w fm 3‘?»3 and 4 coples on tisme
for deparioenial eployoes soployoss end those deparis
sontal employess padd Tro mﬁeﬁtm Ma. One copy of stoxderd Foym 57,
sprlication for Federal Boploynent, axd 3 copdes of CI4 Form 381, Personcl
Histary Statament ahould steotweny il appointment aciionz.

Personuel ietion Reguests will flov through the felloving erpenisstiopal
endts of the Feployecs Divieion for processing es follows:

_"! for position conirel roviev of the gotion
/0 alot, indtiation of securily reguesi, testing,

{2} (Qagail £ 4
of an awm% m - posdd :

of appointusnt, W, mmammt and ﬁwm‘am
uetions, for swlit, reviev, mmzmwwxmmwmmmm;
yerformed. {mm soidons covering £iedd sployoes in pertiouler, should Include
o deteiled statement of tho dutles end mmmﬁmﬁw haing perforved to m%:m

iha evaluation of the sppropriste level involved. This statement should be propared
cither by the esployee or supervisory personnel fundlisr with the asaign anty)

per ol Bloveound Srenche for veview of guelificetions, test resulis,
. peporua, ond related faclors affecting the assigmment of the eoployee

aief  mplogess bivision, for final reviev sud ayproval. by the
ne suisoriiy.

Forsotrel Action Hequesse (Form 371} for appoinmt, tmmam, Wﬁﬁm—
mant, prootion, and resigeation for Steff sgenta will be peepen 3 e
mammmzms, in addition to tho Form Do. F7-d, there
1 copy & Form 57 and 3 copdes CIA Fors Ho, 36=1 or 3 m;:im of white beeks
Snformaiion ﬁmw.

{1) Owersess Drupchi: for converaion of rocards frop trwe nemd Yo peevdonyn, ineluding
the WM of security weoords and ass t of case nuthbarsy for detarninadion

as wo the appromriote Steff or Frojeci I U vaconay apd posting hy case nualer W
Fouitdon Invenloryy

%:z:t‘.' O BRI ;-iz@w gswi%*im of tiae type mﬁ! lsvel mwam in the case of oppoiniment,
@Mm reasaigment and demotion gotions; i tho cose of prootion actions, for
wdipproved For Refasi-aoPEREE ™SI ARDPE Yo TSR IDTZOITI (80
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Fromotion actions should include g detalled statement of the duties and respon-
aibilities being performed to enable the evaluetion of the appropriate level
involved. Thls gteatement should be prepared either by the empleyce or supervisory
personnel familiar with the assignment;

(3 PRacuE s Placemon for review of qualificationa, test resulis,
eggment repmg, aml ml&t«ed factors affecting the assignment of the employes
ta *the position;

{f«)\ Office of the thisfs Employees Division, for final review and approval by
the appropriate spprointing authority.

UAREER ACENIS

Goreer Agent sctions involving performence of dutles and responsibilities
included or closely related to f£ield station or project T/0 functions are
coordinated with Clsssification and Wege Administration Branch and posted by

{use Hupber on the Position Invenitory upon appropriste notification by the
S 25%1A
SlEd Z’S

Agents not performing functionsl duties and responsibilities included in
ficld station or projsct T/0 do not require sction by the Employees Division,

Overi Consultant Personnel Action Requests will be prepared on Forms 37-3
or 37-1 as appropriaste and will be proceased in the same wenner as the Steff
Employee category cited sbove. 25X1A

Covert Ganaultanta vm ba Woaesaad throughjhha_ 25X1A

Overt details vroquire the preparation of a Form 37-1 or 37-3 as appro-
priate, including the appropriate T/0 slot and will be processed in the same
marmmer as the Staff Employee category cited sbove.
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) Lust mlers of Govert Detalls will te forwerded o Irsnssotion and Rgoords
wranclyy dneluding the eppwoprlate project or fleld /0 slot nusber for posting
Yo ihe Fositlem Imventory and will bs compdinated with i Classification axd
wage Andnistratilon trench and notificstion of other appropriate unite of Cli.

lio selion ip required by Buployees Divislon on this calegory.
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